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| DufP 0-2899
ORNPIDENTIAL |
31 May 1960
MEMORANDUM FOR: Chiefs of 3 Steffs and Divisiens
SUBJECT s Annusl Report - Records Mensgemsnt in the (3

REFERENCES ¢ A. COPS Memovandum of 15 Jums 1959 to Cldefs, CS
Staffs end Divielens, Subject: Appointmond

of Resords ! enpnt Officers .
B, Chapter ITI, : 25X1

1, Almost a yeer has clapsed sines Reforence A initiated the
current phase of the Records Management Program, A time limit of
1 July 1960 has besn fixed for the first snnual invenbory of dlassie-
fied materiels required Ly Chapter III of ¢he CS Recerds Hendbool,
Iaes than two yeers remain before we move inbto the new building,
Por thess reasons, & urief report on the status of mmrﬁs PEDAZG
ment will be reguired

the DIP/RMO to sollsch cortein basie data from

ivigion end prepare a summary dtatus veport on réce

ords managerbnt in the OS5 as of 1 July 1960, The format for the 25X1
required data will bo provided direet to your MO, Your cooperation

in furnishing those dats is desired, :

Richerd Helmn
Chiaef of Operations, DD/P
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CONFIDENTIAL

1 July 1960

FORMAT OF ANNUAL REPORT - RECORDS MANAGEMENT

Yoluwne = Footage

(Attach Form 1719, Inventory of Classified Material, for each sub=
undt of the Steff/Divisiomg . . ' n ~ghowr comparison with

gimilar figures from inventory conducted in August 1959, Indicate any
simmificant factors snfluencing the volume of records. ‘

Significant Developmsnte During the Year

2, [(Identification and 1isting of files, Staffs/Divieions that have
indtiated Records Control Schedules, show stabtus, branches covered,
brenches remaining to be surveyed snd any other significant resulbs.

See memo on subject dated 12 Msy to W08 - except Area Divisions.)

b, (Mixed Miles - See Notes re Outline Plan for Purging Records dabed

7 March 1960 from DDP/RMO,)

~ (Indicate progress mads, prescnt gtatus end plans for eliminating
mxed files, Indicate gpacific branches where action has been
taken and is belng planned,) '

¢, (Purging of Files; Summarize action takenj 8.€., ‘orders through
charmels for reduction in number of safes or other signifi=
cant development.,)

d, (Umecessary creation of files - Summary of ac‘bimi saken responsive
to COPs memo of 11 Januvary 1960.)

o, opments - (As appropriate to sStaff or Division, @.8.
rocedures, adaptation of I Memo #80 concerning Category
ormation, etc.)

- 74tal Materisl

(Indicate whother cach branch or other subewit of the Staff/Division
has dspogited ita vitel materisl in accordance with the Vital Material
Deposit Schedule == any other significent developments or progTesde)
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